Gid Inisyasyon Rapid
Pou Ranje yon Ore Travay
“Ranje” yon ore vle di chanje li pou rezoud yon pwoblém oswa yon ere.

Paregzanp, ou ta ranje yon oré si PCA ou te siyen soéti aksidantélman 2édtan
apre yo te sispann travay.

Konsomate ak PCA yo kapab ranje oré travay yo nan Platfom EVV a. Toutfwa,
si Konsomaté a te apwouve yon ore travay ki dwe ranje, yon PCA ta dwe
mande Konsomate a refize oré travay la.

Twa pwen yo pral parét pou peémét PCA a, Ranplasan oswa Konsomate a
ranje oré travay la. Apre oré travay la fin ranje, Konsomaté a pral gen pou li
apwouve oré travay la anko.

Apre yon ore travay fin soumét, kontakte Tempus FI pou fé yon aranjman.
Tanpri remake ke ou pa ta dwe ranje yon orée travay two souvan. Konsomateé ki
fé de aranjman oswa plis pa Pewdl ap resevwa fomasyon pou konpetans
anplis nan men Ajans Jesyon Swen Pesonél (PCM) yo.
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1 Etap 1 - Jwenn yon Oré pou Ranje

Afichaj paj kontwol tan an kdmanse nan Perydd Pewol aktyel la. Si ou
bezwen we yon peryod diferan, ou kapab jwenn paj kontwol tan ou vle a le w

swiv konsiy ki anba a:

1. Klike sou dat nan bwat Peryod Pewodl la pou wé yon kalandriye epi jwenn

perydd ou vie a.

Timesheets

Pay Period

< 05/14/2

Hello, Anne Smith consum LGV LLIET

<

05/14/2023 - 05/27/2023 >

023 - 05/27/2023

>

4 3 pay period(s) with incomplete timesheet(s)

2. Lé kalandriye a paret, chwazi dat Perydd Pewodl w ap chéche a.

Pay Period Start Date
05/14/2023

May 2023 ]
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Perydd Pewol yo.

Remake sa limite pou de Peryod Pewol.

Klike sou bouton Done (Fini) ki anba kalandriye a.
. Pou yon fason pi rapid, klike sou flech agoch oswa adwat yo pou pakouri

Remak: “Lejann” ki anba bwat la
di ou kisa chak dat kolore vle di.

5. Klike sou ikon Edit IZI(Modifye) a nan koldn Action (Aksyon) an.
6. Ou kapab we jou ki nan Peryod Pewol ki seleksyone a.

Si ou bezwen éd detaye, vizite TempusUnlimited.org/EVV-support
epi w ap weé Gid Inisyasyon Rapid “Gade yon Paj Kontwol Tan” an.
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https://tempusunlimited.org/EVV-support/

2 Etap 2 - Klike sou Twa Pwen yo

Pou ranje yon ore travay, klike sou twa pwen yo nan kolon Action (Aksyon)
an, sou kote oré travay ou vle ranje a.

< Back to Timesheets

Timesheet for John Brown (PCA# 150512 ) Consumer (ID) Consumer Enroliment Timesheet ID

Anne Smith (11K043) mass_health - ffs 11486029

Pay Period: 06/04/2023 - 06/17/2023

Approve All Shifts Add Shift
Shife Status Action
Sun, 06/04/2023
Approve Deny .-
Mon, 06/05/2023
Tue, 06/06/2023  11:00 AM 11:59 PM Start: E]
Approve | Deny
Community
End: Community
Approve Deny L
Wed, 06/07/2023  11:36 AM 02:51 PM Start:
Approve Deny

Community
End: Community

|

Thy, 06/08/2023

Fri,06/09/2023  12:00PM 05:00 PM #PTO rar rrooT Approved] eny
Sat, 06/10/2023  04:00 PM 11:59 PM Start: Home oD 8h 00m prre
End: Home i

Sun, 06/11/2023
Mon, 06/12/2023
Tue, 06/13/2023

Wed, 06/14/2023

3 Etap 3 - Ranje yon Ore Travay

Klike sou Adjust Shift (Ranje Oré Travay).

Services Portal Timesheets & AnneSmith (Consumer) ¥

< Back to Timesheets

Timesheet for John Brown (PCA# 15051 2) Consumer (ID) Consumer Enroliment Timesheet ID

Anne Smith (944) mass_health - ffs 11486029

Pay Period: 06/04/2023 - 06/17/2023 Add shift

& Approve All Shifts
s Ve Shift Satus Action
Aj Deny s

pprove

Sun, 06/04/2023 = »

Mon, 06/05/2023 Adjust Shift

Tue, 06/06/2023  11:11 AM 11:59 PM — ‘ Approve
View Shilt History

Wed, 06/07/2023  12:00 PM 09:00 PM : Approve

Thu, 06/08/2023 View Shift History.

Fri, 06/09/2023 12:00 PM 05:00 PM o PTO Approved Deny e

Sat, 06/10/2023 04:00 PM 11:59 PM Start: Home regular 0D 8h 00m
Approved | Deny |
End: Home

Sun, 06/11/2023
Mon, 06/12/2023
Tue, 06/13/2023

Wed, 06/14/2023
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4 Etap 4 - Chwazi yon Eksepsyon ak Rezon

Nan bwat dyalog Adjust
Shift (Ranje Ore Travay)
la, chwazi ni Exception
(Eksepsyon) an ni Reason
for Exception (Rezon pou
Eksepsyon) an.

Eksepsyon an eksplike
poukisa gen yon aranjman
k ap fet.

Rezon an eksplike poukisa
Eksepson an te rive.

Remak: Chan ki obligatwa
yo gen yon asterisk wouj
sou kote yo.

Adjust Shift

A e Shifts taking place between the hours of 12:00 AM and 6:00 AM cannot be entered.

All fields marked with an asterisk (*) are required.

ifo Paid Time Off (PTO)? Date *
No 12/14/2023

Start Time * End Time * Time Zone

12:30 PM 12:30 PM Eastern Time Zone
Start Location * End Location *

Select... v Select...
Consumer PCA

Sarah Consumer (452287) Rachel Assistant (390011)
Consumer Enrollment Service Code

Select... v Select...

Exception *

Select...

Reason for Exception *

Select...

Comments

Exception *
v Select...
Missed or incorrect check infcheck out

Other modification required

Technology issue

Reason for Exception *

v Select...
Checked infout by accident
Emergency
Forgot to check infout

New employee

Other
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5 Etap 5- Rezoud Ere a

Ranje nenpét Sa ki pa e Paid Time Off (PTO)? Start Date End Date

korek nan oré travay la. p— B
Pa egzanp, Ou kapab 05:32 &.M. : @ D5:45 AM @ Easnern':-lmez.cns o

chanje le komansman s e ]
oSWa Ié fen an R Ou Consumer Consumer Enrollment

Sarah Congumer (147336) mass_health - ffs

kapab ajOUte yon Service Code
kdmanté sou rezon ki fe Add s |

ou ranje oré travay la. o :

Reason for Exception *

Device died or turned off during visit -

Remak: Komanté w la —
pral vizib pou PCA ak =
Tempus Fl ou. crce [

6 Etap 6 - Anrejistre Chanjman w Yo

Apre Ou fin fé Chanjman e Paid Time O (PTO)? Start Date End Date

Mo 11-20-2023 11-20-2023
. by .

ki nesese yo, klike sou . e

e D5:32 AM @ D5:45 AM o] Eastern Time Zone v
Save (Anrejistre) anba

. Start Location * Emd Location *
feneéet la. Community 2| [Commrtir =
Consumer Consumer Enrollment
Sarah Consumer (147386) mass_health - ffs

Service Code

regular Add Shift

Exception *

Technology issue L

Reason for Exception *

Device died or turned off during visit -

Comments

Ou kapab ranje yon oré travay sou Platfom EVV a.




